Target Field Inventory Manager


Opening:

1. Put the sign-in and alcohol sheet on front counter away from you, for everyone to sign. 

2. Put nametags out.

3. Immediately count the meat so the cook can get cooking. And pretzels.

4. Count other inventory, note any discrepancies on the Stand Sheet
5. Fill out the Stand Sheet Adjustment form; includes product number and name, stand sheet amount and inventory manager’s count – plus or minus difference. (Supervisor/deck will sign and take)

6. Sign all your paperwork as you go through

7. If you need additional product, call the commissary to order. Sign any delivery sheets and add to Stand Sheet

8. Stand Meeting: review standards and anything new
9. NEW: Designate someone (a LW) to be the Cleaning Coordinator. That person will be responsible to have equipment pulled away from walls and cleaned. Managers are really too busy to make sure people do what is expected. We have been dinged more than once recently because things are not cleaned. 

During:

1. Order stock as needed

2. Count meat as soon as cook is done cooking for the night

3. Fill out the non-chargeable sheet (chili, cheese, ice cream, napkins, paper towels, etc.)

Closing:

1. Count all product.
2. Assign people to count coolers as registers close (optional). Tell them they HAVE to remove every other row because bottles sometimes fall down in the back - can't always tell by pushing the row back and thinking they are all the same. 

3. Count and list all spoilage on sheet and Rock & Wrap. Have someone take both down to Level -2 and return both yellow copies to Inventory manager.

4. List all spoilage and gratis on Inventory Sheet and end counts of all products, including the regular soda cups given for designated driver coupons.

5. Fill out gratis form for employee meals.  

6. Fill out Opening/Closing Checklists.

7. Sign all forms and have supervisor do same.

End-of-Night Inventory
 After everything is counted and calculated on the inventory sheet:
1. Press the START STANDSHEET button on register, the first item on the inventory sheet will pop up.  

2. Press Enter/Yes. 

3. For Returns: ALWAYS enter zero, for all products. 

4. Per register instructions, enter Gratis, Spoilage, and End Count, according to inventory sheet. Do this for all items, which follow order of inventory sheet, using the enter/yes key. (see #5a in case of mistake)
a. There are a few items on the inventory sheet that we do not have or use in our stand, just enter zeros all the way through. 

5. After last item is entered, window asks if you want to PRINT STANDSHEET?, press the No key. 

a. If you made a mistake entering an inventory number, continue until everything is entered. 

b. Press the EDIT STANDSHEET button. 

c. Enter the product number (listed left side of inventory sheet), of each product on the inventory sheet, and make the change.     

6. Window again asks if you want to COMMIT STANDSHEET?, press enter/yes key. Do not commit until Supervisor OKs the numbers.
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